
MBCC Online Subgrant Application System 
 Step-By-Step Instructions 

 
Important: Please refrain from using the Browser's "Back" button to go back to a 
previous page. Use the "Continue" and "Back" buttons provided on the each page of the 
application to navigate through the application. 
 
 

 
 
Login Screen:   
 Click on New User? Link to take you to the new user registration page.  New 
User feature is for first time only. 
 

 



 
New User Registration: 
 
All fields are required and you will receive a pop up message if you didn’t fill in a field.   
 
Once all the fields are filled in, click the Create button to send a notice to MBCC that you 
have registered.  MBCC will active you with in 5 business days.   
 
 

 
 
 
 

 
Click on File A New Application to select a different RFP and start a new grant 
application. 
 
Click  Log Off  to exit and log off. 
 
Click Saved Applications to view or continue a saved RFP. 
 
Click  Continue to advance to the next screen and continue working on the selected 
Saved Application. 
 
Click  Finalize to finalize the selected application.  An application cannot be edited or 
changed once it has been finalized.  
 



Click  Print Draft   to go to the Draft PDF file of the selected application and print. 
 
Click  Delete  to delete the selected application  



 
Section 1. Face Page  
 
Face Page – Part 1 will auto populate.  If changes are needed, e-mail the Board of Crime 
Control. 
 
Click Save and Continue to Save Information and Continue to Next Page. 
 
Click Save to Save Information on this Page. 
 
Click  Log Off  to Exit and Log Off. 
 
Click  Back to go back to the Previous Page. 
 

 
Section 1. Face Page  
 
Face Page – Part 2.  Enter information for project director.  All fields are required. 
 
Click Save and Continue to Save Information and Continue to Next Page. 
 
Click Save to Save Information on this Page. 
 



Click  Log Off  to Exit and Log Off. 
 
Click  Back to go back to the Previous Page. 
 

 
Section 1. Face Page  
 
Face Page – Part 3.  Enter information for Project Title, Project Duration, Other 
Federal Support.  Complete remaining information as applicable. 
 
Click Save and Continue to Save Information and Continue to Next Page. 
 
Click Save to Save Information on this Page. 
 
Click  Log Off  to Exit and Log Off. 
 
Click  Back to go back to the Previous Page. 



 
 
Section 2. Project Budget 
Refer to the RFP and application guidelines regarding content information.  The 
information you see in the categories is for example only.  Enter the budget information 
for each line item you are requesting funds. 
 
To enter project budget, tab to enter dollar amounts, if applicable, enter Local match.  
Click the Save … Info. button to insert another row for each line item and save all the 
data.      
 
If you need to delete a line, check the box under the Delete column and click the Save 
button at the bottom of the screen.   
 
Once you have entered all your information for each line item, click the Save and 
Continue button at the bottom to go to the next screen. 
 



 
 
Section 3. Budget Narrative 
The application can only accept PDF formatted documents.  Follow instructions on How 
to convert documents to PDF format and upload the Budget Narrative documents into 
the application. 
 
To find the Budget Narrative document on your computer, click Browse… and locate 
your document.  Click Upload Budget Narrative Doc  to upload into application. 
 
Once you have successfully completed the upload, click Continue to go to next screen.



 
 
How to Convert to PDF Format 
Please refer to instructions in above web box.  Once you have successfully completed the 
conversion, click Close to take you back to the narrative screen you were previously 
using.



 
 
Section 4. Project Narrative 
The application can only accept PDF formatted documents.  Follow instructions on How 
to convert documents to PDF format and upload the Project Narrative documents into 
the application. 
 
To find the Project Narrative document on your computer, click Browse… and locate 
your document.  Click Upload Project Narrative Doc  to upload into application. 
 
Once you have successfully completed the upload, click Continue to go to next screen.



 
 
How to Convert to PDF Format 
Please refer to instructions in above web box.  Once you have successfully completed the 
conversion, click Close to take you back to the narrative screen you were previously 
using. 
 
 



 
 
Section 5. Special Assurances and Conditions 
 
Click  I Agree  confirms that Section 5. Special Assurances and Conditions have been 
read and agreed to by the Official Budget Representative. 
Click  Log Off  to Exit and Log Off. 
 
Click  Back to Go back to Previous Page. 



 
 
 
Section 6. Signature Page 
Fill in sections A thru C (Section D, fill in if City or County). 
 
Click  Finalize Application to finalize this application.  An application cannot be edited 
or changed once it has been finalized.  
 
Click  Save to Save Information on this Page. 
 
Click  Print Draft   to print a draft of this application. 
 
Click  Back to Go back to Previous Page. 
 


